Watford Netball League
Secretary

The Watford Netball League Secretary shall:

· Liaise with the Chairman on the Agenda and Minutes for each Meeting before they are circulated.

· ANNUAL GENERAL MEETING:

Send a letter to all club members requesting that any proposed alteration to the Constitution or Bye Laws must be sent to the Secretary twenty eight days before the Meeting.

· Prepare the Annual Report to be submitted to the Members at the AGM

· Circulate any relevant information to Members of the Committee where necessary.  

· Deal with any netball enquiries and necessary correspondence.

· Keep the League’s Constitution and Rules up to date.

· Ensure the League adheres to the England Netball Duty of Care Guidelines.

Skills and experience required:

· Have a good knowledge of Committee procedures.

· Good inter-personal skills and the ability to get on with people

· Organisational and administration skills

· Networking with people and organisations

Meetings:

· 2 meetings a year, plus ad hoc Officers meeting as required

Support

Out of pocket expenses will be paid:


Phone calls


Postage


Stationary with receipts


Copying

The holder will be responsible to:
the Watford Netball League Chairman
